
Position Description and Selection Criteria
	Position:
	Governance Officer

	Hours:
	Part-time – (estimated 22.8-30.4 hours per week) 

	Salary:
	MEA (SCHADS pay scale) Level 5
ACTCOSS pays above agreement wages at this level according to the ACT Community Sector Multiple Enterprise Agreement, and the full-time annual wage is currently $106,842 plus 12% superannuation.

	Term:
	Fixed-term (two-years) (parental leave cover) 


Organisational Context
The ACT Council of Social Service (ACTCOSS) is the peak representative body for community organisations and disadvantaged and low-income citizens of the ACT. ACTCOSS aims to ensure that government policy improves the lives of disadvantaged people and develops a well-resourced, cohesive and sustainable community sector. ACTCOSS is a member of the nationwide COSS network, made up of each state and territory COSS and our national body, the Australian Council of Social Service (ACOSS). 
 
As the peak body for the community sector in the ACT, ACTCOSS has unparalleled access to decision-makers in Government and in the community sector itself. This role is perfect for someone with the motivation and skills to make a genuine difference in the ACT community. 
Role
The Governance Officer is responsible for coordinating high-quality governance support functions to ensure the effectiveness of Board and committee processes and organisational governance systems. 
Core responsibilities are focused on coordination of Board meetings, maintenance of governance and risk registers, and preparation of correspondence, reports, and other materials. 
The Governance Officer will report to the Business Manager and will work closely with the other staff of the Operations Team.
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Key Areas of Responsibility
	Focus Area
	Key Areas of Responsibility
	Measures of Success

	Board and Committee Governance
	Coordinating Board and committee meetings including: 
1. Developing yearly board calendar and agendas.  
2. Coordinating meeting logistics, including venue arrangement and audio-visual support.
3. Supporting preparation of Board Papers. 
4. Documenting meeting outcomes, including decisions, action items, and follow-up tasks, for timely distribution and tracking.
	Meetings run effectively; accurate and timely documentation.

	Governance, Compliance, and Risk 
	1. Maintaining governance registers, policies, and risk registers.
2. Identifying, documenting, and escalating governance and operational risks as required. 
3. Supporting the organisation to meet internal and external compliance obligations including risk management, records management, data management, privacy and Work Health and Safety.
4. Coordinating review of organizational policies and procedures. 
5. Developing and modifying organisational policies and procedures. 
6. Supporting Business Manager, CEO, and Board to meet governance requirements, including AGM. 
	Governance records current and compliant.
Risks are identified and escalated in a timely way. Risk documentation is current and executive and governance risks are monitored.

	Collaboration and Improvement
	1. Working collaboratively with internal stakeholders to support effective governance and continuous improvement.
2. Developing and implementing processes and practices and identifying opportunities to improve workflows.
3. Providing other support to operations team and office, as required. 
	Positive stakeholder feedback; improved systems and processes.







Selection Criteria
ACTCOSS is an equal opportunity employer, and we encourage applications from Aboriginal and/or Torres Strait Islander peoples, people with diverse life experiences, people with disability, and/or or people from migrant backgrounds. 
 
This role would suit a person with experience in executive and governance support and with excellent communication, time management, and organisational skills. 

Applicants must respond to all essential criteria set out in this section. If you have additional skills or qualifications listed as “highly regarded”, please respond to these as well.  
Essential
The successful applicant will be able to demonstrate: 
· Experience providing high-level governance support.
· Strong understanding of Board governance processes.
· Excellent organisational skills. 
· Ability to set priorities, manage competing demands, and adapt effectively to changing priorities.
· Strong verbal and written communication skills.
· Ability to manage confidential information with discretion.
· Ability to work autonomously and collaboratively.
Highly regarded
· Tertiary qualifications relevant to the role in a discipline such as Business Administration or Management.
· Experience in the community sector and/or the role of peak bodies. 
· Experience in a member-based organisation. 
· Commitment to principles of social justice and an awareness and understanding of Equal Employment Opportunity and Work Health and Safety Principles. 
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